
APPROVING A PURCHASE ORDER 

1. In Incode 10 on the left-hand side drill down under Purchasing and Tools to get to Requisition 

Approval Levels as shown below. 

 
 

2. On the right-hand side of the screen press the Search Requisitions button as shown below.  This 

will bring up a list of purchase orders that are waiting your approval.  

 
 

 



3. Select a Requisition number to review (circled). 

 

 
 

 

4. From here you will review the purchase order by selecting the tabs on the left-hand side. 

General, Item Entry, ect. 

 
5. Select Save and Close in the top right if everything is correct, otherwise you can made changes 

to the purchase order prior to Save and Close. 

 

 



6. At this point you can select the box to the left of the Requisition Number (circled) and then 

select the green Approve Requisition button. 

 

 
 

7. A final window will open showing the purchase orders you have selected for approval.  Save and 

Close to finish the process. 

 

 
8. Once all levels have been approved then AP will finalize and print the purchase order.  If you 

need of a copy of the purchase order please email ap@ci.eureka.ca.gov. If you have any issues 

please email incodehelp@ci.eureka.ca.gov 
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